November 6, 2018 General Election
Canvass Reporting System (CRS)

This checklist is designed to assist county clerks in preparing their canvass utilizing the “old” Canvass
system.
Please contact the WEC at (608) 266-8005 or elections@wi.gov with any questions.

1. Accessing the Canvass Reporting System - Logging In

Login to CRS from your web browser from the Canvass Button on the Clerks Page of the WEC
website https://elections.wi.gov/clerks

Note: A WisVote FIDO key is not required for CRS logins

Click the Canvass button Canvassl

Or access CRS directly at_http://canvass.gab.wi.gov/

Step 1

A Security pop-up will appear, enter your user name and password in the following
Format: svrs\your username

Enter your password — this is your WisVote password; Click OK

Windows Security

iexplore

Connecting to canvass.gab.wi.gov.
Step 2

svrs\Wisvoteusername

Domain: svrs

Cancel



mailto:elections@wi.gov
https://elections.wi.gov/clerks
http://canvass.gab.wi.gov/

2. Pre-Election Verification - Deadline October 25, 2018

***Attention!***

ALL COUNTIES ARE REQUIRED to send a Confirmation Email to the WEC confirming the reporting
units in CRS are correct. Please attach a copy of the Pre-Canvass Reporting Unit List with your
confirmation email. Send your confirmation email to: elections.canvass@wi.gov

O Report 1: Pre-Canvass Reporting Unit List report

After logging in to Canvass, click on the word “Reports “located on the left side of the screen.

Wisconsin Elections Commission - Elections Division
WEC Canvass Reporting System

x Welcome to WEC Canvass Reporting System
2018 General Election Use menu on left hand side of screen to manage UNOFFICIAL Wisconsin election results
2018 Partisan Primary

2018 Special Election State Senate District 1
2018 Special Election Assembly District 42

A list of reports will load on the right side of the screen.
Step 1

Reports

Please click the links below to view the reports.

For Use by Clerks For Use by WEC
Federal/State Office Certification Report for WEC Canvass Results Report

Ward by Ward Report
Pre-Election Reports County by County Report
Pre-Canvass Reporting Unit List Cuné.eslsnBK”Rgputr:nlg ¥I'Ilé ForIStaIe Use
Reporting Unit Exception Report (Expo ontests To Excel) . o
Election Night Call-4n Return Sheet (Blank) Ward by Ward Report by Congressional District

County by County Report by Congressional District
Post Election Reports
Election Night Callin Sheet (Worksheet with Totals)
Canvass Report - EL 106
Canvass Municipality Report - EL 106
Canvass Percentage Completed Report
Contests By Reporting Unit For County Use
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For Use by Clerks
Federal/State Office Certification Repaort for WEC

Pre-Election Reports

Pre-Canvass Reporting Unit List

Under the For Use by Clerks section,

Step 2 h .
click Pre-Canvass reporting Unit List Election Night Calldn Return Sheet (Blank)
Post Election Reports
Election Might Call-in Sheet (Worksheet with Totals)
Canvass Report - EL 106
Canvass Municipality Report - EL 106
Canvass Percentage Completed Report
Contests By Reporting Unit For County Use
Select the Election: 2018 General Election, Select the County: Your County, Click View Report
Elction: [2015 General Elaction | N county: [|CLARK - |I Vizw Report l
1
4 1 |1 ofl P ki Select a format - | fxport _,'El
WEC Canvass Reporting System N
Pre-Canvass Reporting Unit List
2018 General Election - 10/3/2013

County: CLARK

Municipality Name & VWards

Town of BEAVER Ward 1

Town of BUTLER Ward 1

Town of COLBY Wards 1-3

Step 3

Town of DEWHURST Ward 1
Town of EATOM VWards 1-2
Town of FOSTER Ward 1
Town of FREMONT Wards 1-2

Select PDF or Word and click Export

XML file with report data
comma delimitad)

MHTML {web archive)
Excel

TIFF file

'Word




Step 4

If the reporting units are different in CRS than in your equipment contact the municipality to
confirm the correct reporting unit configuration

Note: a reporting unit cannot contain more than one Congressional, State Senate, or Assembly
District and cannot be in more than one County

Step 5

If you and your municipality determine that the reporting units programmed in the voting
equipment do not match the reporting units in CRS, contact the WEC immediately

Step 6

*EXATTENTION***

Send a confirmation email to the WEC confirming the reports were verified; please attach a copy
of the Pre-Canvass Reporting Unit List with your confirmation email. Send your confirmation
email to: elections.canvass@wi.gov

O Rreport 2: Election Night Call-In Return Sheet (Blank)

Step 1

Click on the word “Reports “located on the left side of the screen.

Wisconsin Elections Commission - Elections Division
WEC Canvass Reporting System

Welcome to WEC Canvass Reporting System

2018 General Election

Use menu on lsft hand side of screen to manage UNOFFICIAL Wisconsin election results
2018 Partisan Primary

2018 Special Election State Senate District 1

2018 Special Election Assembly District 42

A list of reports will load on the right side of the screen.

Reports

Plzase click the links below to view the reports.

For Use by Clerks For Use by WEC
Federal/State Office Certification Report for WEC Canvass Results Report
Ward by Ward Report
Pre-Election Reports County by County Report
i it Li Contests By Reporting Unit For State Use
Pr&Ca!wass !ieportlm_] Unit List (Export All Contests To Excel)
Reporting Unit Exception Report

Election Night Calldn Return Sheet (Blank) Ward by Ward Report by Congressional District
County by County Report by Congressional District

Post Election Reports

Election Night Call-in Sheet (Worksheet with Totals)
Canvass Report - EL 106

Canvass Municipality Report - EL 106

Canvass Percentage Completed Report

Contests By Reporting Unit For County Use
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Step 2
click Election Night Call-In Return
Sheet (Blank)

Under the For Use by Clerks section,

For Use by Clerks

Federal/State Office Certification Repaort for WEC

Pre-Election Reports
Pre-Canvass Reporting Unit List

I Election Night Calldn Retumn Sheet (Blank) |

Post Election Reports

Election Might Call-in Sheet (Worksheet with Totals)
Canvass Report - EL 106

Canvass Municipality Report - EL 106
Canvass Percentage Completed Report

Contests By Reporting Unit For County Use

Select the Election: 2018 General Election, Select the County: Your County,Select Reporting Unit.

Click view report:

el
Election: || 2018 G | Electi | | County: | CLARK - I I
ion enera ion | nty | View Report
Reporting |A|I v
Unitz

i | D‘F51 [

ki

| Select a format -~ JExport

4

Town of BEAVER Ward 1

Election Night Call-ln Return Sheet (Blank)

Step 3 Total Number of Outstanding Provisional Ballots
TOTAL # OF VOTERS
Mame & Phone # of person submitting results (Highest # on poll st
Note: You may select All or a single reporting unit
Select PDF or Word and click Export
XML file with report data
comma delimited)
L {wehb archive)
fil
Word
Step 4

Confirm the correct contests are listed for the reporting unit




Step 5 Confirm all candidates are included in the correct order

Note: Registered Write-in candidates will appear when they have been entered in WisVote

If any contests or candidates, including registered write-in candidates, are not in CRS call the WEC

immediately
Step 6
If all contests and candidate are listed, no further action is needed for this report

This report does not need to be emailed to WEC




3. Entering Results

These instructions apply to entering results on Election Night and to entering official results for the
County Board of Canvassers. Counties are not required to enter results in CRS on Election Night. All
counties are required to enter results in CRS for official results for all federal and state contests.

The votes for federal, state and county write-in candidates need not be listed on the canvass report by
individual candidate, unless the write-in candidate has registered as such. Votes for write-in candidates
who have not registered may be compiled into one scattering column for each office.

If the Wisconsin Elections Commission has registered write-in candidates for state or federal office, WEC
staff will notify the affected counties and enter the name of the registered write-in candidate into
WisVote. The name will appear in a separate column on the applicable county/counties canvass reports.
Votes attributed to these write-in candidates must be listed under the candidate’s name.

If the county has registered write-in candidates, the votes for those candidates should be recorded
separately. The county can enter registered write-in county candidates into WisVote so that the
candidate’s name appears as a separate column on the county canvass report.

For additional guidance please Review the Suggested Procedures for County Board of Canvassers found
in the Publications Index on the WEC website.

(Manual Data Entry by Contest)

Step 1 Log into the Canvass System and select 2018 General Election from the left menu

Click on the name of your county in the County column

HOME = 2018 General Election (10/8/2018) Status Code Legend
County Municipality School Districts  Sanitary Districts

Step 2

Not Processed (1) In-Process (0) Verified (D) Rejected (0) Certified (0)

Mot Processed 10/8/2018 11:00:54 PM Fa m +



https://elections.wi.gov/sites/default/files/publication/65/suggested_procedures_for_county_boards_of_canvasse_54828.pdf

The Contests screen will load and list of all Reporting Units in your municipality or county.

[E=™ county Municipality School Districts  Sanitary Districts

Election: 2018 General Election (10/8/2018)
County: CLARK
Status: Mot Processed
Result Sef: Criginal
Contaotio-tuafidd
[ = |GO\.FEF!NOFULIEUTENANT GOVERNOR v|

[ Save || Save & Next| Download

Scoitt Tony Phillip  Michael Maggie A
Walker / Evers/! Anderson J.White/ Turmbull ™ |
Rebecca Mandela [Patrick  Tiffany o mi:a
Kleefisch Bames Baird Anderson Losch (IND)
Step 3 (REF)  (DEM) (LB} (IND)  (IND)
Town of BEAVER Ward 1 | I I I I L
The click on governmental level in top header. This will set the governmental level of the contests
available in the Contests drop-down menu in the middle of the page; select the contest you are
entering results for from the menu.
Note: State-level contests must be entered; County and Municipal-level offices are optional.
The default view is 10 reporting units per page, this can be increased to allow up-to all reporting
units to be visible (optional, but recommended).
Town of GREEN GROVE Wards 12 | | |||
Town of HENDREN Ward 1
| Save || Save & Next
Step 4

Place the cursor in the first open field and begin entering results, use Tab to move to the next field.

Town of BEAVER Ward 1 | 120]| | 120]| | s

Town of BUTLER Ward 1 I 38| | 35| | 1

As you type, the Total line will update for each column.




As results are entered, you can save your progress by clicking the Save button.

This site says...

| Save | Save & Next

continue?

OK

You haven't entered all the vote count. Do you want to

Cancel

Enter all votes cast in the Reporting Unit. Do not leave any fields blank; enter a zero where zero

votes were cast

When all results have been entered, click Save & Next to move to the next page. This button will
be disabled if you are on the final page of reporting units for a contest or you chose to view All

Step 5 reporting units.
Contests 1 of 11
< |GOVERNORI/LIEUTENANT GOVERNOR V]
Save | Save & Next  Download
esults saved successfully
Scott Tony Phillip Michael Maggie
Walker/ Evers/ Anderson J.White/ Turnbull
Reporting Unit Rebecca Mandela /Patrick Tiffany I Wil
Kleefisch Bames Baird Anderson Losch
{REP) (DEM) {LIB) {IND) (IND)
Total 432,599 432,599
Town of BEAVER Ward 1 [ a20| [ 120]| [ s]| [ sl| [ o
Town of BUTLER Ward 1 [ el [ el [ ) [ Bl [ o
Use the arrow buttons to move to the next Contest or click the drop-down arrow to choose a
specific Contest.
Election: 2018 General Election (10/8/2018)
County: CLARK
Status: In Process
Result Set: Original
Step 6 Contests 2 of 11

<

|ATTORNEY GENERAL

Save & Next Download

Repeat steps 4 & 5 until all results are entered and correct; Click Save after you have finished

entering vote totals.




(Manual Data Entry by Reporting Unit)

Step 1 Log into the Canvass System and select 2018 General Election from the left menu.

Click on the name of your county in the County column

HOME = 2018 General Election [10/3/2018) Status Code Legend
[E™™ county Municipality School Districts  Sanitary Districts

Step 2 Not Processed (1)  In-Process (0) Verified (0) Rejected (0) Certified (0)

Not Processed 10/8/2018 11:00:54 PM s B ¢

The Contests screen will load and list of all Reporting Units in your municipality or county.

[E™™ county Municipality School Districts Sanitary Districts

Election: 2018 General Election (10/8/2018)
County: CLARK
Status: Mot Processed
Result Set: Original
Contests 1.0f 11
= |GOVERNORJLIEUTEN.&NT GOVERNOR v| ]

[ Save |[ Save & Next | pownload

Scoit Tony Phillip Michael Maggie
Step 3 Walker/ Evers! Anderson J.White/!/ Turmbull
Rebecca Mandela [Patrick Tiffany T Wl

Armie Er
I Ne

Candida
(IND)

Kleefiseh Bames Baird Andersaen  Losch
(REP) (DEM) (Le) {IND) {IND)

Town of BEAVER Ward 1 | I I [ I| | | L]

The click on governmental level in top header. This will set the governmental level of the contests
available in the Contests drop-down menu in the middle of the page; select the contest you are
entering results for from the menu.

Note: State-level contests must be entered; County and Municipal-level offices are optional.
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P, i nit 1 of 51
Step 4 < |[Town of BEAVER Ward 1 v\l Electi
Save & Next
Result Set
OVERNOR/LIEUTENANT GOVERNOR
Candidate Name Vote
Scott Walker /
Rebecca Kleefisch
(REF)
i 1 iti i Tony Evers /
C!ICk on a Reporting Unit in the grld from the Tony Evers | =
picture above, and the screen will open to show all (DEM)
. Phillip And !
contests for the governmental level selected in the patrick Baird (LIS)
H i Michael J. White /
top header in the November 6, 2018 Election for T Arceron [ 3]
that reporting unit . (IND)
M ie Turnbull /
Wilosch (ND)
Al Enz / Ni
. . . . c;nr:cemgtze (\NOD) ]
Place your cursor in the first open field and begin Ryan Cason (utte-
. o in) (REP
entering results, use Tab to move between fields. mEER
Paul Boucher (write- l:l
in) (DEM)
Mark S. Grimek
(write-in) (CON) l:l
Enter all votes cast in the Reporting Unit. Do not Jared vx(mnatm, [
. andry (wrte-in
leave any fields blank; enter a zero where zero votes (DEM)
were cast. AT T |
Corban Gehler
(write-in) (DEM) ]
William Henry Davis
111 (write-in) (DEM) [
SCATTERING [ ]
Candidate Name Vote
Brad Schimel (REP) | |
Josh Kaul (DEM) ||
As results are entered, you can save
your progress by clicking the Save ' Save & Next
button.
X
If you leave any fields blank, a message will This site says...
Step 6 appear asking |f you Wlsh to Continue; C||Ck :E);Uhna:j:‘t entered all the vote count. Do you want to
OK to save your progress and continue '
entering results. [ ] Cancel
When all results have been entered, click Save;
you will see a message confirming a successful Data successfully updated
update.
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Select the next Reporting Unit where you wish to enter results from the dropdown at the top of
the screen under the Election Name and Total Number of Reporting Units.

(own of BEAVER Ward 1 \JpA2L of 51
| Town of BUTLER Ward 1 Electio
Town of COLBY Wards 1-3
| Town of DEWHURST Ward 1
| Town of EATON Wards 1-2
W Town of FOSTER Ward 1

Step 8 Town of FREMONT Wards 1-2
Town of GRANT Wards 1-2

Town of GREEN GROVE Wards 1-2
Town of HENDREN Ward 1

| Town of HEWETT Wards 1-2

) ﬂanown of HIXON Wards 1-2

Or by using the left/right arrows next the reporting unit name

Step 9 Continue entering results and saving for each Reporting Unit until all reporting units are complete.

(Results File Upload - XML or HTML format)

Important! Counties that upload a results file from election management software please
send a test file to ann.oberle@wisconsin.gov by October 29, 2018.

Step 1 Log in to the Canvass System and select the 2018 General Election

Click on the name of your county in the County column

HOME > 2018 General Election (10/8/2018) Status Code Legend
County Municipality School Districts  Sanitary Districts

Step 2

Not Processed (1) In-Process (0) Verified (0) Rejected (0) Certified (0)

Mot Processed 10/8/2018 11:00:54 PM Fa D +

12
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Click the Browse button on the upper right, a Choose file pop-up will appear

HOME > 2048 General Election (317/2018) * DANE

™™ county Municipality School Districts  Sanitary Districts

Uplead

Status Code Legend

Browse.

Coutyt D
Rt et oo
<] [COVERNORIEDTERAIT GOVERNER 9
Step 3 Downioad Result et [Original ]
Step 4 | From the Choose file screen, click on the drive where your upload file is located. You can also select
from a USB Flash drive if one is inserted in your computer.
Click on the correct file, the file name will appear in the File name field; click the open button.
Mame B Date modified Type Size -
D 18G258UK_Results_WI 10/5/201811:15 aM XML Docurnent 142 ¢
D 13G2W0O0D_Results Wl 10/10/2018 42 PM - XML Docurnent 20t
| | 18GEDAME Results W| - Copy 0/37/2018 3:39 P ML Docurment 360 |
D 18GEDAME_Results Wi 9/25/2018 103 AM XML Docurnent 569]
|| TERENUSHA_FG_Results_WI TOT 2008 14T L. ANL Document 3191
ﬁ 2018 General Election Results Import test .. 1070/2002 50 P Microsoft Bxcel W 20k
D BROWMtest20121106_Results_WI G/28/2018 %11 AM XML Docurmnent 254 1
Step 5 D Columbia Test Results 10/5/2018 11:15 AM - XML Document 105 ¢
D EAUCLAIRE20T2FALL_Results 10102018 1:08 ... XML Docurnent 232}
D lefferson 18FALLGMN_Results Wl 10752018 1114 AM XML Document 106t
D LACROSSE1BMOVGEM_Results_WI 0/28/2018 %37 AM XML Docurment 157
D Marathon_20181106_Results_Wl 104372018 12:53 PM XML Document 2661 .,
< >
ame: | 18GEDAMNE_Results_WI w | Al files “
Cancel
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The chosen file will now appear in the Upload field on the main Canvass System screen; click Upload

HOME > 2018 General Election (3/17/2018) > DANE Status Code Legend

[IET county Municipality School Districts  Sanitary Distri

Upload: H:\WisVote\Testing\Canv| Browse.. || Upload

Election: 2018 General Election (917/2018)
County: DANE
Status: Mot Processed
Result Set: Original
Step 6 Contests 10f 22
= | [GOVERNORILIEUTENANT GOVERNOR V]
Download Resuit Set: [Original |
"sz::t” E::‘-:i’ l:::::- J. White ! Tumban 2™ EnZ
It may take a few minutes for the upload process to complete, do not close your browser or re-click
the button during this time. If you get any error message while uploading a file, contact the WEC
Helpdesk immediately.
Review the list for any contests that are not offices or referenda in your county.
Click the delete button to the left of the contest name.
Contest Uploaded Contest in Canvass
Governor / Lieutenant Govemor GOVERNOR/LIEUTENANT GOVERNOR hd
Representative in Congress Disfrict 5 Jefferson County | Select Contest e
Sherif Select Contest v
Claceoflre RCaud Zrana Dooab Claccof Dies b oo
Sheriff Green County Select Contest R
Coroner Green County Select Contest hd
Clerk of Circuit Court Green County Select Contest ~
Sheriff Jefferson County Select Contest ~
Step 7 Clerk of Circuit Court Jefferson County Select Contest v
Ty TR e e LT T, ok ToopT s o Ty e e BT - s o T
NEW! County Referendum re: legalize marijuana Dane County Referendum - Question |1 hd
Green County Referendum Green County Select Contest W ]
Tty 07 SUN Praine reterenaum re; 12 [00pholes EIE OTSUn Frame mererenaum e
\illage of DeForest Referendum re: tax loopholes Village of DeForest Referendum ~
\illage of Mt. Horeb Referendum re: animal research Village of Mount Horeb Referendum Question ~
Town of Black Earth Referendum re: appointed clerk Referendum: Appoint or Elect the Town Clerk o
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A confirmation pop-up will appear. Click Okay to remove the contest from your list.

>
Step 8 This site says...
NEW! Delete the Contest?
oK Cancel
If a contest name in the upload file does not match the contest name in Canvass, you will have to
manually select the matching contest(s) from the Contest in Canvass drop-down list.
HOME = 2018 General Election (3M7/2018) = DANE Status Code Legend
Election: 2018 General Election (9/17/2018)
County: DANE
Status: Mot Processed
The following Contests listed below could not be matched with Canvass Reporting System. Please match the correct Contest.
S ot Doetect
Delete Governor / Lieutenant Governor RNOR OVERNOR
Step 9 Delete ST
Delete  Sheriff Dane County Clerk of Circuit Court
When all desired contests have been correctly matched, click the Map Contest button.
| Clark County Clerk of Circuit Court v
Clark County Marijuana Referendum v
Town of Levis Referendum v
Loyal School District Referendum v
Map Contest
Review the list of reporting units for any reporting units not located in your county.
Click the Delete button to the left of the reporting unit name.
Delete  C Madison \Wd 093 City of MADISON Ward 93 w
S Delete C Madison Wd 094 City of MADISON Ward 94 v
tep Delete  C Madison Wd 095 City of MADISON Ward 95 ~
10 Delete  C Madison Wd 096 City of MADISON Ward 96 v
Delete  C Madison Wd 097 City of MADISON Ward 97 »
New! Delete C Madison Wd 098 City of MADISON Ward 98 v
Delete | C Madison Wd 099 City of MADISON Ward 99 v
Detste | C Middleton Was 14-18 City of MIDDLETON Wards 14-16.18,17,21 -
Delete V Cambridge Wd 1 Select Reporting Unit b |
Map Reporting Unit
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A confirmation pop-up will appear. Click Okay to remove the reporting unit from your list.

*
Ste o
P This site says...
11
Delete the Reporting Unit?
New!
OK Cancel
If the reporting unit names in the upload file do not match the reporting unit names in Canvass, you
will have to manually select the matching reporting units from the Reporting Unit in Canvass drop-
down list
HOME > 2018 General Election (911712018} > DANE Status Code Legend
Election: 20118 General Election (9/17/2018)
County: DANE
Status: Mot Processed
The following Reporting Units listed below could not be matched with Canvass Reporting System. Please match the correct Reporting
Unit.
Reporting Unit Uploaded 7~ Reporung OniLm Canvass N
Step Delete T Coftage Grove Wds 1-2, 4-5, own of COTTAGE GROVE Wards 1-2,4-5,7 N\
12 Delate T Verona Wd 2-4 Town of VERONA Wards 2-4 R
pDelete V' Cross Plains Wd 5-6 Village of CROSS PLAINS Wards 5-6 b
Delete V DeForest Wds 13, 19 Village of DEFOREST Wards 13,18 22 N
Delete V Windsor 6-10 Village of Windsor Wards 6-10 N
Delete  C Madison Wd 001 City of MADISON Ward 1 v
Delete C Madison Wd 002 City of MADISON Ward 2 b
Delete C Madison Wd 003 City of MADISON Ward 3 b
W Delete  C Madison Wd 004 City of MADISON Ward 4 v
Delete C Madison \Wd 005 City of MADISON Ward 5 ~
Delete C Madison \Wd 006 City of MADISOMN Ward & L
Delate C Madison Wd 007 City of MADISOMN Ward 7 R
Delate C Madison Wd 008 City of MADISON Ward & b
Delete C Madizon \Wd 009 City of MADISOMN Ward @ N ‘
Delete C Madison Wd 010 ity of MADISON Ward 10
> ———————————————————————
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When all reporting units have been correctly matched, click the Map Reporting Unit button

Town of HEWETT Wards 1-2 v
' Town of MAYVILLE Wards 1-2 v
Step Town of LEVIS Wards 1-2 v
13 ‘Town of LYNN Wards 1-2 v
' Town of MEAD Ward 1 v
I Map Reporting Unit I
After you have mapped the last reporting unit, your results will upload into the Canvass System and
The results from the uploaded file saved successfully message will appear.
EE county Municipality School Districts  Sanitary Districts
Upoag
Election: 2018 General Election (9/17/2018)
County: DANE
Status: In Process
Result Set: Original
Contests 1of 22
< | [GOVERNOR/LIEUTENANT GOVERNOR v
Save & Next | Download Result Set: [ Original |
The results from the uploaded file saved successfully.
. - Mark Jared
St . 7 w:::rﬂ E::Z{ An':‘::;n .ll::::.r 'rumn:.Tl fAmie Enz :::n :-uh:n:er a:"ek :'::: -
ep S Ricuimen Bamen ot Antarmen Lomen Conddaie OIS OIS qmite (writer
14 mer)  ew) e oy oney M ey e OL

0 0 0 L]

0

Town of ALBION Wards 1-2

Town of BERRY Wards 1-2

Town of BLACK EARTH Ward 1

Town of ELOOMING GROVE Wards 1-3

Town of ELUE MOUNDS Ward 1

Town of BRISTOL Wards 1-4

Town of BURKE Wards 1-4

Town of CHRISTIANA Wards 1-2

Town of COTTAGE GROVE Wards 1-2,4-5,7

LU ]
R A
LI ]
I 8 A
N
I A A A
I
I
I
I
DoO0opoooo
I
I I i

Town of COTTAGE GROVE Wards 3,6

Total

NI LLUELLLE

o
)
)
)
)
o

Wz 3| |4[5~

=
¥
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***AFTER ENTERING IN TOTALS***

Proofing data entry and entering votes for write-in candidates
After you have entered or uploaded your results, follow the directions below to proof your canvass

numbers.

Whether results are uploaded from a result file from election management software, or entered by
hand, it is important to proof the vote counts entered in CRS. Before posting any reports exported from
CRS and before the meeting of County Board of Canvassers, at least two staff members shall print and
proof the Canvass Report — EL-106 from CRS and compare the returns received from each municipality.
See the Process of Conducting the Canvass section of the Suggested Procedures for County Board of

Canvassers.

Printing and proofing the Canvass EL-106 Report

You may NOT use the Canvass Report — EL 106 to certify state or federal-level offices, DO NOT send this
report to the WEC

Click on the word “Reports “located on the left side of the screen. You will see a list of reports to

choose in the right side of the screen.

Wisconsin Elections Commission - Elections Division
WEC Canvass Reporting System

Welcome to WEC Canvass Reporting System
Step 1 2018 General Blection Use menu on left hand side of screen to manage UNOFFICIAL Wisconsin election results.

2018 Partisan Primary
2018 Special Election State Senate District 1
2018 Special Election Assembly District 42
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Step 2

Under Post Election Reports, highlight and click Canvass Report EL-106

For Use by Clerks
Federal/State Office Certification Report for WEC

Pre-Election Reports

Pre-Canvass Reporting Unit List
Reporting Unit Exception Report

Election Night Calldn Returmn Sheet (Blank)

Post Election Reports

I I | et (Worksheet with Totals)
Canvass Report - EL 106

Canvass Municipality Re;ﬂort - EL 106
Canvass Percentage Completed Report
Contests By Reporting Unit For County Use

Step 3

The report window will open.

Select the Election: 2018 General Election, Select the Jurisdiction: Federal/State

E|ect||n1 2018 General Elaction V l risdiction Faderal / Stata e

e View Report
Caunsy - S— u
Baction

Result
Setr

Select the County: Your County, Select Contest: All, Select Election Result Set: Original

Step 4

Click the View Report button

Step 5

Select a format dropdown and select a format (PDF or Excel) to export

Step 6

The Canvass Report — EL 106 contains 3 separate sections: the Tabular Statement of Votes Cast, the
Summary Statement, and the Certification — for county and municipal offices only. DO NOT send a
copy this report to the WEC for Federal and State contests

Have two staff members proof each section of the Canvass Report-EL 106 against the returns from
each municipality. If any additions or corrections have been made in CRS by the County Board of
Canvassers, confirm that CRS and the Canvass Report EL-106 contain the corrections.

If any discrepancies are found, correct the information in CRS and reprint the report. If you are
unable to correct any discrepancy, contact the WEC Help Desk immediately.
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4. Completing the Canvass in CRS and Verifying Results

The board of canvassers shall file one complete statement in the office of the county clerk or board

of election commissioners. The certification must be signed by the three members of the County

Board of Canvassers. For federal and state contest the County Board of Canvassers must sign the

Federal/State Certification Report for WEC. Do not sign and send the Canvass Report EL-106.

Immediately after the CBOS signs the Federal/State Certification Report for WEC, scan the signed

document and email it to elections.canvass@wi.gov. Deliver or send by 1% class mail, the signed

original copy of the Federal/State Certification Report for WEC to the WEC. Retain a copy of the

document for your files.

Print the Federal /State Office Certification Report for WEC

After all results for federal and state contests have been proofed, and you are ready to have the

Board of Canvassers sign the Federal/Certification Report for WEC

Under the Action section there will be a Verify option, click the Verify link

Step 1 HOME = 2012 General Election {10/2/2018)
[E™ County Municipality School Districts  Sanitary Districts
Total (1) Not Processed (0) In-Process (1) Verified (0)
Action County Current Status
In Process
If any candidate or contest vote count is blank, an Incomplete Results pop-up will appear and must
be resolved before verifying your results: No results can be left blank.
If all candidate and contest vote counts have totals, skip to step #
Canvass can fill in zero vote totals for candidates that are not uploaded or were not entered during
manual entry.
Incomplete results.
View Empty Results
Election: 2018 GeMenerEleatiomm—
County: CLARK
Step 2 Current Status: In Procass

Mo Late Arriving or Absentee Ballots

Comments:

Verify | Cancel

Click View Empty Results.
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A list of all candidates with no vote totals will appear, identified by Reporting Unit and Candidate
Name

z ey
T.eporting Unit Candidate Name

City of ABBOTSFORD Wards 2-5, Y Andrew Zuelke (CON)

City of ABBOTSFORD Wards 2-5, ‘ Arnie Enz / No Candidate (IND)
City of ABBOTSFORD Wards 2-5 7J{Bob Kulp (REP)

City of ABBOTSFORD Wards 2-5, \ Bob Look (write-in) (DEM)

City of ABBOTSFORD Wards 2-5, \ Brad Karas (write-in) (\WGR)
City of ABBOTSFORD Wards 2-5, jl#Brad Schimel (REP)

City of ABBOTSFORD Wards 2-5, \ Chris Kapsner (DEM)

City of ABBOTSFORD Wards 2-5, \ Corban Gehler (write-in) (DEM)
City of ABBOTSFORD Wards 2-5, ‘ Doug La Follette (DEM)

Step 3 City of ABBOTSFORD Wards 2-5, ‘ Jared William Landry (write-in) (DEM)
City of ABBOTSFORD Wards 2-5,J\ay Schroeder (REP)

of ABBOTSFORD Wards 2-54 | san Schisss (write-in) (IND) 4 .

| Zero Out Results | Cancel |

Review the list to confirm these entries should be zero, click the Zero Out Results button

Note: You can still update candidate numbers if you enter zeros using this method, edit options are
not locked out

The number of empty results set to zero will appear at the top of the pop-up

I 3224 empty results set to 0 I
Election: 2018 Genei ection

County: DANE
Current Status: In Process

Mo Late Amiving or Absentee Ballois

Comments:

Important! Do not click verify unless your Canvass Board has approved all results. Click Cancel if
you want to continue to edit or print reports before locking your results by clicking the Verify
Button. Clicking the Verify button on this screen will lock your results, and you will need to call the
WEC to have WEC staff reject your results if you need to make a change.
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Under the Action section there will be a Verify option, click the Verify link

HOME = 2012 General Election {10/2/2018)

[ County Municipality School Districts  Sanitary Districts

Total (1)

Not Processed (0)
Current Status

In-Process (1) Verified (0)

Action

County
CLARK

In Procass 1011

Step 2

A verification pop-up window will appear

3224 empty results setto 0
Election: 2018 General Election
County: DANE
Current Status: In Process

| N Late Amiving or Absentes Ballots 1 |

Comments:

Verify | Cancel

Step 3

Click Verify

In Comments, provide any information about the verified results and check the No Late Arriving or
Absentee Ballots box. This mean all vote counts for provisional ballots have been included in your
results. Your username and date will be saved automatically and do not need to be entered

HOME = 2012 General Election {10/2/2018)
County Municipality School Districts  Sanitary Districts

Total (1)
Action

Not Processed (0)
Currant S§tgtus

In-Process (0) Verified (1)
Last Updated

10/12/2018 9:37:45 AM

County
CLARK

Rejected (0)

contest you must contact WEC to have the verified results rejected

Step 4

Continue to the Print the Federal/State Office Certification Report for WEC section

22

Once you have clicked Verify, canvass results cannot be changed, if there is an error in a state-level




Return to the Canvass Home screen and click Reports in the Main Menu

Home
Data Maintenance
Reports

Elections

2018 General Election

Step 1 2018 Partisan Primary
2012 Special Election 5tate Senate District 1
2018 Special Election Assembly District 42
3132018 Special Partisan Primary Senate District 1
3M32018 Special Partisan Primary Assembly District 42
2012 Spring Election
Select the Federal/State Office Certification Report for WEC
Reports
Please click the links below to view the reports
For Use by Clerks For Use by WEC
[Federal-'state Office Certification Report for WEC ] Canvass Results Report
Ward by Ward Report
Pre-Election Reports County by County Report
Pre-Canvass Reporting Unit List Contests By Reporting Unit For State Use
Step 2 Reporting Unit Exception Report {Export All Contests To Excel) -
Election Night Call-In Return Sheet (Blank) Ward by Ward Report by Congressional District
County by County Report by Congressional District
Post Election Reports
Election Night Calldn Sheet (Worksheet with Totals)
Canvass Report - EL 106
Canvass Municipality Report - EL 106
Canvass Percentage Completed Report
Contests By Reporting Unit For County Use
Select Election: 2018 General Election, Jurisdiction Type: Federal/State, County: Your County
Election: I 2018 General Election v Jurisdiction: m
— ;
County: CLARK A Contest: A
Election Result Set: Original v
Step 3

Election Contest: All, Election Result Set: Original
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Click View Report
The report will include a Summary Statement and Certification of the Board of Canvassers section
Step 4
Note: If you have not verified your results, you cannot print the certification report
Can not run this report, results are not verified
Step 5 Have the Board of Canvassers sign the certification statement
Step 6 Scan the signed Federal\State certification report
Immediately Email the signed, scanned copy of the entire report (summary statement and
Step7 [certification) to the WEC at elections.canvass@wi.gov The statement may also be faxed to 608-
257-0500
Step 8 Mail the original signed document (summary statement and certification) to the WEC at P.O. Box
7984, Madison, WI, 53707-7984
If you discover a material mistake in the canvass of an election for the state or federal office,
Step9  |contact the WEC immediately. See Page 8 of the Suggested Procedures for County Board of
Canvassers

5. Reporting Results
This section provides instructions for printing reports from CRS and proofing vote counts and vote totals
in CRS generated reports. The instructions apply to Unofficial Election Night Results and to Official

Results entered during the meeting of the County Board of Canvassers.

Reporting and Posting Election Night Unofficial Results

The county clerk’s office must remain open to receive and post all results on election night.

Wis. Stat. § 7.60. Clerks may use CRS reports for Election Night Reporting, but clerks are not required to
enter results into CRS on Election Night.

e The county clerk should develop and document systematic procedures for making results public.
The procedures should include a detailed method of proof reading which includes double checks by
more than one person. This will help to ensure that publicized returns, though unofficial, accurately
and completely reflect the returns as received from the municipalities.

e The method by which municipalities transmit results to the county will vary, but they are required
by Wis. Stat. § 7.51(4)(c) to report the returns, by ward or reporting unit, to the county clerk no later

24



mailto:elections.canvass@wi.gov
https://elections.wi.gov/sites/default/files/publication/65/suggested_procedures_for_county_boards_of_canvasse_54828.pdf
https://elections.wi.gov/sites/default/files/publication/65/suggested_procedures_for_county_boards_of_canvasse_54828.pdf

than two hours after votes are tabulated. Regardless of the method of delivery results by reporting
unit must be posted to the county website no later than two hours after receiving them.

e The county clerk must post returns to their website and may also post the results publicly using
other methods.

Other suggestions for making results public:
» Post returns outside of the county clerk’s office or in a media area. This can be done by
- posting tally sheets and machine tapes for each reporting unit,

- printing results from compilation software, if applicable, and posting printouts
periodically,

- Uploading or entering election night results into the Canvass Reporting System (CRS)
and posting updates periodically.

- Transferring returns to a continuously updated spreadsheet.

CRS Report Options for Counties

Counties may use CRS reports to post Election Night Results to their websites or they may use their own
customized reports. WEC advises that before posting any results to your website, two staff members
must proof the document prior to posting

Election Night Call-In Sheet (Worksheet with Totals

Click on the word Reports located on the left side of the screen. You will see a list of reports to
choose in the right side of the screen. Contests with empty results will not appear on this report. If

you want to use this report, you must enter numbers or zeros.

Hello Brennan, Patrick

Step 1 :gtr:i'laimenance .
Reports Welcome to WEC Canvass Reporting System
Elections
2018 Genzral Slection Use menu on lef hand side of screen to manage UNOFFICIAL Wisconsin election results.

2018 Partisan Primary
2018 Special Election State Senate District 1

2018 Special Election Assembly District 42
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Under Post Election Reports, highlight and click on the Election Night Call-In Sheet (Worksheet
with Totals)

For Use by Clerks

Federal/State Office Certification Report for WEC

Pre-Election Reports

Pre-Canvass Reporting Unit List
Reporting Unit Exception Report
Step 2 Election Night Call{dn Returm Sheet (Blank)

Post Election Reports

l Election Night Calldn Sheet (Worksheet with Totals:]
Canvass Report - EL 106
Canvass Municipality Report - EL 106
Canvass Percentage Completed Report
Contests By Reporting Unit For County Use

Note: This report will not show any information until after numbers are entered into the Canvass

System.

The report window will open.

Select the Election: 2018 General Election, Select the County: Your County,

p Election: J| 2018 General Election County: | CLARK View Report
Reporting all r Result Original r
Unit: Set:

Select Reporting Unit: All, Select Result Set: Original

Click View Report
Step 4

Step5 [The Election Night Call-In Sheet will appear with the data that you entered.
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Click on the select a format dropdown and select a format (PDF or Excel) to export
Election: 2018 General Election v County: | CLARK fi
Reporting All T Result Original v
Unit: Set:
i 4 of 51 b bl [ Select a format "’lE)cpor'tl 'ﬂ
Step 6 Election Night Call-In Sheet (Worksheet with Totals)
2018 General Election
Town of BEAVER Ward 1
GOVERNOR/LIEUTENANT GOVERNOR
Scott Walker / Rebecca Kleefisch 120
Tony Evers / Mandela Barnes 120
Phillip Anderson / Patrick Baird 5
Under Post Election Reports, highlight and click Canvass Report EL-106
For Use by Clerks
Federal/ State Office Certification Report for WEC
Pre-Election Reports
Pre-Canvass Reporting Unit List
Step 7 Reporting Unit Exception Report
P Election Night Calldn Return Sheet (Blank)
Post Election Reports
Election Night Calldn Sheet {(Worksheet with Totals)
Canvass Report - EL 106
Canvass Municipality Report - EL 106
Canvass Percentage Completed Report
Contests By Reporting Unit For County Use
The report window will open.
Select the Election: 2018 General Election, Select the Jurisdiction: Federal/State
Step 8 Election:l 2018 General Election i V] Jur_i;dpi:t:iur
County: Contest:
Election
Result
Set:
Select the County: Your County, Select Contest: All, Select Election Result Set: Original
Step9 |[Click the View Report button
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Step 10 |Select a format dropdown and select a format (PDF or Excel) to export

Stepll

Under Post Election Reports, highlight and click Contests by Reporting Unit for County Use

For Use by Clerks
Federal/ State Office Certification Repaort for WEC

Pre-Election Reportg

Pre-Canvass Reporting Unit List
Reporting Unit Exception Report
Election Night Calldn Retumn Sheet {Blank)

Post Election Reports

Election Night Calldn Sheet (Worksheet with Totals)
Canvass Report - EL 106

Canvass Municipality Report - EL 106

Canvass Percentage Completed Report

Contests By Reporting Unit For County Use

Step 12

The report window will open.

Select the Election: 2018 General Election, Select the Jurisdiction: Federal/State

Election: 2018 General Election v Jurisdiction Federal / State ¥ R
Type: View Report
. —

County: DANE v Election ALL v
Contest:

Election Reut

Set:

Select the County: Your County, Select Election Contest: All, Select Election Result Set: Original

Step 13

Click the View Report button.

Step 14

Select a format dropdown and select a format (PDF or Excel) to export.

WEC advises that before posting any results to your website, two staff members
must proof the document prior to posting. Proofing includes checking totals on
reports against the screen and any other reports created during the County
Board of Canvass process that do not come from CRS

If you discover an issue with vote counts or totals, contact the WEC immediately and DO NOT POST
ANY reports from CRS until the issue is resolved!
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